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ABSTRACT, ' . . 

This instructor's redc^ce guide is designed to 
accompany the student modules in**«the^A||^^ational subject area of 
business and office education. The g^Re^fines saf^y and health 
^training needs in the various occupations; describes }bhe modules and 
their use; and encourages instructors ^to conHder the safety and 
health needs of all students* In Section I some safety ahd health 
problems in the occupational area of business and office education 
arr cited. Se«tiofr^II provid^ the instructor with a short narrative 
of the rontent of each rel^a^ed student module. The third Section 
identifies the basic components (introduction, objectives, subject 
matter, activities, references) of the 50 stud^t modules in this 
program and describes the fuinrtioA of each of the various parts. 
FoXlowup activities and module format are also descri W3, and . 
j>resentation approaches are ^ggested . In . Section IV, a brief summary 
of some of the consideratiotfis of special-needs students is given. The 
final section concerns -student certification procedures. Appended is 
a list 6f the 50 module titles. .tCT) ^ ) 
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^^|h€ 40 minutes required to read and study this InstVuctor Resource 
Guide, one worker somewhere. in the United States will be fatVlly injured in 
an 'on-the-job accident. More than 160, workers will have sufffered disabling 
irguries, and several ^mi 1 1 ion ^dol lars will have been spent or lost as. a re- 
sult of these dfeaths and* injuries. In addition, at least 34^,01)0 cases of 
occupational disease are reported annually among the 75 million ^mloyees in 
the labor forge. 

' BffCftiise a majority of job-related accidents involve workers within 
. their first six months of efnpl;Dyment, Safety and health infofmation\ should 
be provided during preemploytxept training.' Unnecessary -gxpo-sure to poten- 
tial healUi hazards can be minimized if proper training 1s provided. vHealth 
and safety information, the development of a pb»rfive safety attitude, and 
safe working procedures should be part of the curriculum for every vocaV 
tional or occupational student. This can be accomplished by providing* 
separate health and safety course t)r, more easily, by infusing th^ infornia- 
tion int.o appropr-pate, existing ql^sses. ' 

A series of -separate instructional modules have been d^velo'^ed to 
facilitate the process of including, safety and health instruction in "exist- 
ing ojrricula. Modules in the series that are appropriate for occupations 
in Business and Of f ice Education jTave 'b^en identified in- this Resource 
Guide, which is one of seveR related to di^'ferent occ^jpatior^a^ clusters.' - 
The modul^s^.are adaptable to secondary, posCsecondary, and adult education * ' 
.prorgrams, including industry-based training and retraining' programs. 

The purpose of this Instructor Resource Guide i*s to familiarize you, 
the Instructor, with the instructional materials deveVped and to* suggest a 
systematic method for thfeir use. 'vHealtli and safety needs for the 'gusiness 
and^ffice'Educ^tion cluster will be describad/fn* Section I, including' a ' 
definition of the .cluster.* The modules recoifinendedSoV i^nclusion will 'be 
described in Section II. Various ways to use the modules -are fouVid .in 
Section III. - The fourth section described -mechanisms helpfu*l^in * 
identification of special safety and health considerations for handicapped' 
students/workers. The final sectidn ppvides information. cOn<:err^ng - 
certification of students who successfully complete a training program that , 
inclufies these modules. . ' ' 
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• INTRODUCTION 

t • 

i« . . • • • " 

When someone is asked to perform a new job, some form of training or 

instruction normally is provided. ■ The Jratning may be as bgief as a few 
seconds of verbal di ructions" or as extensive .as months of intensive academic 
and apprenticeship preparatton. The number. of workers whoannually sustain 
job-related disabling injuries and illnesses indicates that safety and 
health information may not.be adequately presented in many training pro- 
grams. * 

Safety and health information '^f ten is-'acquired only as a tjy-product of 
job- related responsibilities'. ?n many cases, observation of experienced 
co-workers may bf the only mechanism provided' for training. This uncon- 
troTled type of \earning frequently leads to development of improper or up- 
^safe work practices by the new -worker. If the new employee does not possgsT 
a basic understanding of safety and health aspects of the-job and a positive 
safety attitude, the pWntial for an on-the-job aecidenWis greatly in- 
creased. \ *' . 

Business and Office Education, as the. titlfe Implies, incljides a variety 
of occupations that act a| the connecting linkbetween the production aryi 
distribution activities of organization, iktivities [ierformedMnclude 
such things as recording and retrieval of dat^, .supervision and- coordination 
of office activities, internal and external communication, and the reporting 
of information>- Most activities performed by these workers takes place in a 
prescribed area of a building designated as an ofXfce. "A variety of prpb- 
lems -'ifcluding^ noise, ITlumination, fire, -ventilation, chemicals,' electri-- 
cal , -and' radiation-hazards' - are experienced by these workers. A signifi-'' 
cant source of injury' is improper lifting technique. Back strains resulting 
from these improper techniques can, affect ^-worker for the -remainder, of his ' 
or her'Tlfr. Safety a/id heal.th instructional materials are needed for the- 
Business and Office Education cluster 't^iit- address these and other specific 
problems . ■ * . . ' ^ 

In response to the need for safety and.'health instruction, the U.S. De-- 
partment of Educkion sponsored a pi*oject- to develop 50 safety and l^eaith 
instructional modulfes. >^ta6b module ac^dre'sses a separate topic and is self- 



contairted. The first ten modules 1n the s^r1es^-(SH-0l through SH-10) are* 

referred to as **core" mcjdules and contain basic safety and health informa* 

tioh. useful to a^^most every occupation in the Business and Office Education 

cluster. ^ , ^ f ' 

From tKe remaining 40' specific modules, '13 have been recogrlized as hav 

ing content that may be appropriate' for Busines-s and Office Educatiofi stu- 

/ 

dents,^ depending#on their vocational and occupational goals. A complete 
list of a-ll 50 module titles is inc-luded in Apf)endix A. This "shopping 
list" of modules permits you to select the exact safety and health inforraa- 
tion your students ij^red. The modular form of presentation allows you to 
infuse modules when and as they are appropriate in your instructional plan. 




^ SECTION I ' - - • , 

'HEALTH AND SAFETY IN BUSINESS AND OFFldfe EDUCATION. t ' 

y The top drawer of the f^ililng cabinet was completely full, the' bottom 

• thrfee were partially^ful 1 . During'"^^ search for''a. letter . the bittom drav^r 

• was reft open.and the top draper fully exteruJed. at the same time. Overbal- 
anced, the fil|ing cabinet tipped fonyard.^ In an attempt Sto keep it from , 
falling the accountant tried to cat£h -the cabinet. The other. ;lrawers came 

, open, adding an' uncontrol lable amount of weight to the. falling cabinet. A 
broken arm and files In total disarray resulted. ^ 

A clerk was asked tb secure a ream -of typing paper from. the storeroom. 
The paper wa~s'oh the top shelf and out of reac^. Normally, a stepstoo^ was 
kept in the room for accasions that required added height; however-, someone 
^ had borrowed the stool and it -was not .»vai lable for the clerk .tp us''e. The 
clerk st'ood on an empty cardboard box. " The box' was not constructed to hold 
her we^ht. and she^fell. hitting her head. on 'the "floor and suffering 'a con- 
cussion. • ■ /. . S 

Wfiile typing, a Secretary dropped a piece of paper behind the type- 
^wriyr between the wall and her mach-ifle. She stood, fp. leaned forward, and 
^tternpted to lift the machine to^ retrieve' the paper. - As a resSlt of this 
imprbper lift. Ihe secretary felt a burning pain In her lower back that was''' 
later determined to' be a "ruptured vertebra. 

, Thousands- of workers each .year -suffer similar accidents, some even' 

fa.tal, many of which could have been avoided if fundamental safety rul^ had 
' been applied. Carelessness is -cert^ainly the cause of many accidents; • 

others, howevec. are du^to the worker not being aware of -proper safety pro- 
^ cedures. The result is uWt always the same - -fost wprk time, reduced 

productivity. anAunneeded pain suffered. You have the 4)pp(frtunity^o re^ 
'duce these statistics by providing your students with needed' safety and 

health instruction^ > _ < ^ s 

^ Ajignifi,cant majority of these accidents will occur to workers within 
the first six mdnths of their time on the job. ' While you are pro.vidirig ' 
the-se entering worjers with job skill's, why .not^^de them with the -sa j^ty 



and health instruction they need to survive their initial term of emplqy- 
ment? , ^ . ^ 

•BUSINESS AND OFFrCE EDUCATIOTJ PROGRAM "AREAS ' ' 

Jhe Business and Office Edti^cation cluster includes a "diversi f led group 
of Qi;gypations. A majority of these workers spend their enti re-^ working day 
engaged in actabaties within, the confines of an off i6e^i Iding, 

For the purpose of .this Instructor Resource Guide, Buslnes^ and Office 
Education has been separated^^f^o n,ine instructional progcam areas. Each 
area will, be described briefly, specific^ health and safety h^z'ards listed, 
ar«|^ome of the common employjnent groups and recommended modules identi- ) 
fi^P The njodules are numerically sequenced, but ^oiJmbers do not represent • 
.t^cterj of presentation. 

The first ten ^modules of the JSHIM serjes (SH-OI through SH-lO) are . 
core (nodules and contain some information use^ol to worker* in all occupa- 
tions of the Business and^Office Education cluster. Of tne remaining 40 
specific modules, those ot^fjjm a1^ ^^n parts might apply are listed with 
each area. ^ — 

• • • • • yj. 

Accounting and Computing OperatJons - WorTcers^ in. this area systematize 
information concerning transactions and activities into accounts and 
^ qu^antitative^records. ^Other tasks incjudersuch things as^king 
'payments jland receiving moneyi Five categories' are defined in this 
area, including: y ^ 

• Accountant. 

• Bbok keeper. 

• Cashier. 

• Machine operator. ^ <^ 

• T^i^r. 

Some*^^e*altn arid safety problems experienced by these workers include 
, lighting, ventilation, fire^tazards, mechanized hazatds, and house- 
keeping. - • , ' 
Consider the following specific modules for this a-rela: 

SH-11 Business and Office Safety * 
* SH-25 Safety Features of Materia}, and Personnel Mo\^ment Devices 

• * 



SHr31 Overcurrent and Elfttrlcal Shock Protection 
SH.44 .f;(haust, Dust'Collectdon, and Ventilation Systems 



Datg Processing Systems Occupations - Employees worklngMn jobs rjelatecKto 

thfs. program- area ^^^form a variety of data ^nanlpulatlons. Four job 
^ categories have been Identified In this area,yinc1ud1ng; ^ ^ 

• Computer and console operator. ^ 

• Keypunch ar>d coding equipment operator-. 

• Programmer. 

• Systems, analyst. ^ * ^ , 

These workers often are found In rooms dedicate^ to data man4puVatfng 
devices such as computers.' Several potential hazards In thlsren^lron- 
ment Include: * . ' ^ > 

• Electrical hazards. 

• Ventilation hazards. 

• Mechanical hazards. 

- , I ji k 

u.minatlQp hazards. 

• Lifting hazards. ; * 

• Fire hazards- 

• Noise hazards. 

Consider the following specific modules >for this, area: ' 

SH-11 Business and Office £afety 

^' ^ SH-12' Personal Protective Equipment ^ ' 

SH-25 Safety Features of Material and Personnel Movement* D?v1 ces 

SH-31 Overcurrent and ElAtrical Shock Prote<ft1on 

SH.44 Exhaust /Dust CoypctiQn, and Ventilation Systems ' 

Flljng, Office Machines', and General Office Clerical Occupations - Wcirkers 
in this program area are responsible for gene<*ating (by typing or some 
other techrtique), duplicating, and filing information produced in an 
office environment. At led,st three general work areas can be defined, 
including: 

• Duplicating machine operator. , " / 
Fj le clerk. - * 

• General office clerk. 



Because these workers operate mechanvcal devices as part-of their daily 
job requirement, they are exposed to mechanical and electrical hazards . 
constantly. Other hazards include:. 

• Radiation, ^ 

• Chemical exposure. 
Airbx^rne contaminants. 

• Lifting hazards. . I ^ ' 

Consider tKe following specific modules for this arecf: w . ^ 

SH-11 Business and Office Safety • » - ^ ^ 

' SH-12 Persontl Protective Equipment ' ' , 

, SH-25 Safety Features ofj^laterial and Personnel Movement Devices 

. SH-31 Over^rrent and Electrical Shock Protection 

5H-33 ^Vibration and Noi,se 'Control * , ' , 

SH-35^ lonizin? and Nonionizing Radiation \ 

SH-44 Exhaust, Oust -Col lection , and Venti lation^^Systems ' 

Information Communication O^upations - These workers are concerned wit^l the 
'distribution of informatfon^ by mail, telephone, telegraph, and in per- 
^ • 'Jon. At least five gene^ work categories can be defined^ including: 
' • Comraunicat-Ton systems clerk or ^peratpr. > ^ . *• 

• Correspondence clerk. ^ ^ . • / 
• • Mail handler or postal' cler4c; 

» Messenger. - * . • 

s 

• Receptionist ^nd information clerk. 

The movement of information by manual or mechanical mechani'srSs presents 
'some unique hazards including such things as: 
^ • Electrical shock. 
^ ChemicaJ exposure. 
^ Radiation ^posure. * - ,* 

• Working surface hazards. 

• Lifting hazards. 

Consider the fol lowing^ speci fic modules for this ^area: 

SH-11 Business and Office Safety 
SH-IZ Personal Protective Equipment 

SH-25 Safety Features of Material and Personnel Movement Devices ' 

I 

r 



11 



SH-31 Overcurreht a^d Electrical Shock Protection 

SHt33 Vibration and' Nbise Control' 

SH-35 Ionizing andj^^fornonr^in*g Radiation, 

SH-44 .Exhaust, Dust-'€TSVlectjon, ^nd Ve/itifation Systems 



Materials Support Occupations - Workers engaged in theste occupations aro^ ' 
, concerned with . tra.nsportihg,*^st;or.ing,-and recording of materials* in 
; use. Most of these workfers a^e. classified as clerks cocerned with such 
-things as: 



Planning and production. 
' Quality control . ^ . 

Shipping and receiving. 
^ Stock and inventory. 



^ • ' Traffic/rate, and transportation^* * ' . . 

• > r ' 

Being involved in materials handling, movemenj:, .and /storage^' these 
workers are explosed to rfiany hazards, including: " ' ^ 

• Chemicals; ^* % ■ / 

• -E^lectrical shock. ^' y ' ■ ' ^ ' ^ 

• Faulty itiechanicaV devices^ - > ' . ' 

• •Lifttng improperly. • ^ * ^ "» ' * 
.Unsafe. working surfaces. * . ^ ^ - \ 

Consider the following specific modules for this are^:' v 

SH-11 Business and Office Safety * 

^ SH-12 Personal Protective Equipment ' . ' ' . 

( . SH-14 Using Ropes, Chains and SI in^s ^Safely " * * > 

SH-IS Material Hoist Safety ' ' ' ^ ' "A 

SH-23 Warehousing, Storige and Retri^yaJ Safety 

SH-25 Safetjv Features of "Material and" Persor^nel Movement De'vices 

,^H-29 Safe. Handl ing and Use of Fl£irranabl€ and. Combustible ^MatJri.al s 

SH-33 Vibration and Noise Control ' ^ ' 

SH.36 'Safety Features for floor and Wall Openings and -Stairways 

SH.44 Exh'aust, Dust Cf^l lection,' and Vent^ation Systems 

Per^sonnel, Trainincj. and"f<61at€tfl-0ccupa^ions - Persons employed ift these 

occupations are concerned with the administratioj^ of an organization 

and the activities of the clerical staff.' At least three general work 

♦categories can be defined, as follows: ^ • ^ 



/ Educafldn assistant and| traintrfg specialist. ' 
\ ^ ^ Interviewer and test techniclaa*. . ' * > • - 

• Personnel assistant, , ■ • ^ ^ ' * 

; • ' . ^ • • • , . ) 

The actTviti%s of most 'workers .i'n this area are confi^d'to office en- 
vironme'nts. ' Hazards ^experienced are typica^^l of those working in re- 
^stricted strgttural environments;, including.: 
E\eetrical hazards, v ' * 
•^-Fire haz'ards. \ f ' 

i ^» VentiTcition ha<Mrds. 

' • Ltfting hazards'. . ■ . . - . • - 

\ Consider the following specific modules for this area: 

SH-11 Business and Office "Salfety . ' \ - r 

SH-25 Safety Features 'ot^Mjtkri a 1 and Personnel ,Mo\[ement Devices 

SH-31 Overcurrent and Electrical Shock Protection 

SH-44 Exhaust, 'Dust Collecti|n, and Ventilation Syslterfis 



Stenographic, ^Secretarial , and Related 'Occupations - Thes 
'tuteia large number of employees in tMs occupatlona 
• . general job titles can be identified for thes^ worke|*s, including 
* • 'Executive .secretary. ^ 



J workers const i- 
cluster. . Three 



• Secretary. 



\ 



^ Stetiogra])her. ^ ^ \ ^' 

A majority of the working'day for these people is\t)ent confined to an 
office and subjected to hazards fr^q^ently found Iri tha^t environment, 
including: * . - ' > ^ ^ . ^ 

• Electrical hazards. , . r 
•,Fi re hazaVds; ^ 

• Ventilation hazards. ^ 

• Li fting hazards. ' ' • ^ 



Consider. the following specific modules for this area: 

SH-ll Bu§.iness and Office Safety 

SH-25 Safety Features of Material and Personnel Movement Devices 

SH-31 Overcurrent and^ Electrical Shock Protection # 

SH-44 Exhaust,* Dust Collection, and Ventilation Systems 



8 



%1 



^upervisory and Administrattve Managemeril Occupations - Workers classified 
^ : .in this area usually -perform' theil" dutiery^ithin a prescribed offiS or 
. • portibn- of an off ic6i bui Tdia^. Tasks 'periarmed by this group of 
^ worl^rs include <1) studying policies, organizational structure, ^nd* ^ 

• admintitrati ve practices, (2) revjewltig budgets, (3) preparing reports, 
and (4) suptffvis'ing and coordinating activities and assigning wori / 
duties. 

These workfers, are exposed ttS many of the same hazards experienced 
by- others in this environment, including: I ^* 

• Electrical Hazards. ' T 
^ • ^^r% hazards. 

% • Ventilation hazards. / 

• Lifting hazards. 

■ • •• ^ . I ' ' ^ 

_ Styisider the following specific modules for th-is ar^: 

y SH-11 Business and Office Safety * . • 

SH-25 Safety Features *of Material and Personnel Movement Devices 

*• SH-3b Overcurrent and Electrical Shock Protection 

SH-44 Exhaust, Dust Collection, and Ventilation Systems 

ng and Related Occupations - Butjes performed by 'this group 'of workers 
mainly involve typing, using keyboard-pperated* machines: These workers 
perform most^f their duties within «n offite environment. -At least 
two classifications of workers- include: ' * ' ^ 

• CT-erk -typist. 

Typist; ^ ^ , ' ^ 

Hazards for this group of workers incl^ide: . • 
Electrical hazards-. 

• Fire hazards.' 
^ ^ • Lifting hazards. 

'Consider the following specific modules for thfs a'rpa: 

SH-n Business* and Office SaVety , ' ^ ' 

SH-25 Safety Features of Material and Personnel Movement Devices^ 

SH-31 Overcurrent and Electrical Shock Vrotection 

SH-44 Exhaust, Dust Col lection,, and Vent\ilation Systems 
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Many other types of office workers have- specific job title?, that do not 
lend themselves to being classifi^ed in any of the previoully described 
groups. The hazards to which they are si/bjected, however, are similar t^ 
other workers in fhe office environment. 
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SAFETY AND HEALTH MODUI 



SECTION II 

:Sfpr^ BUSINfi6S AND OFFICE EDUCATION 



' Ihe grea^ diversity of V)ccCipations |n Business and Office Edu<^tian 
•makes it impra'ctical to estaBVish one.-afTst^ and health program appropriate 
for an. To te usefuV then, W inst^octdonal materials for this group of ^ 
occupations tiijst be flexible ebou^h to aHow^ specific programs to be^^ ' 
designed to meet individual stuVlent nWds^Mnstruction uti lizing^/modules 
has that >lex1bilfty. ' , \ ■' ' 

The Job Safety and Health Irtstructiondl Materials (JSHIM) -are "packaged 
in a modular format. By def initilsn , a. module is ^onsidered-to be a compo- 
*ffent- of a larger entity. instrWtjon^ module is one that contains a 
discrete amount of information dirdfctjy^ rela'ted'to a specified set of in- 
^ stru<ftional^ objectives. As an Instructional iliodule, ^t is also a component 
of a more cotuplete instructional sysj^em'l A comp>ete example module can be 
^Dund in Appendix* B. 

\ * 

. CORE MODULES ^ 



J 



.Becau'se the JSHIM modules- were. ^esli^ned with'. the intent of their being 
usefuTto many ^cUpa^ions in a variety W occupational clusters, two' sepa- 
rate groups of moduTeS were created. On^ group consists of ten modules 
classified as* "core" modules. Safety 'afldyealth experts consider these 
t'opi-cs to be fundamental to almost every otcupatlonal cluster. The ten mod- 
ules^are numbered SH-01 through SH^IO and.Wlude the following: 

SH-01 MATERIALS HANDLING ' " 

Manua-I and mechanical methods 'for UftiVg, leading, and transporting 

materials are discussed, ^ncludnng the Ase of various aids such as 

ropes, chafns, slings, conveyor^, qyepheid cranes, dock plates, and 

hand and industrial trucks. 

« . , 

SH-0'2, THE ROLE OF OSHA IN SAFETY AND HEAlVth 
The Williams-Stei^er Act is d1s,c.ussed, including rtghts,,and responsi- 
bilities of employees and employers' under the Act. OSHA inspections 



are^'descrlbed; record-keeping requirements -explained; and company 
training prog rarns discussed. 

SH-03 FUHiyAMEHTALS OF ELECTRICAL 'SAFETY ^ , ' y . 

Basic electrical terminology and pr1nc^ples^are discussed.-so that com- 
mon electrical hazardscan be understood. Safety features of equipment 
and OSHA requirements designed to protect workers from .el-ectrical haz-" 
ards are explained, \ i ' 

SH-04 FI«ST RESP.ONSE TO MEDICAL EMERGENCIES 

Medical emergencies occur daily^'^aod, may happen to anyone at anytime. 
This module is desi^^ned f'o inform, students of actions^hat should be 
taken to aid the' victim of such an emergency -unti 1 professional medical 
personnel Arrive. First aid procedures are outlined for seventeen com- 
mon medical emerge^ies. ' ^ ^ * 

SH-05 FIRE PREVENTKJN AND EMERGENCY PROCEDURES , ' - 

Fire and emergency procedures for fightjng fires 'are discussed. Codes 
and regulations related to fire safety are explained. Fire detection, 
and pr^otection devices ^are also described, ^ 

SH-06 WALKING AND WORKING SURFACES** — ' " 
Many job-related accidents are «caused by falU on or from such work 
areas a* floors^ stairC^s, exits, ladders, and scaffolds. Safety pre- 
cautions and regulations governing these surfaces are described. 

'SH-07- SAFETY SIGNS, LABELS, TAGS, AND COLOR CODES 
A uniform system^of signs', labels, tags, and markings is used to warn 
against a wide range of hazards. Specifications, including size, 
color, aod purpose, are given for signs that indfcate danger,^ caution, 
exi-ts, directions, biological hazards, traffic, and safety instruc- 
tions.- ' ./ ^ 



SH-08 RECOGNIZING JOB HEALTH HAZARDS'- ' Z' 
Chemical, physical, an'd biological health hazards are discussed, in- 
eluding contamination, jef/ects, cind ^/otective mechanisms. 
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•. • SH-09 RECOGNIZIIJG JOB SAFETY HAZARDS . . * 

Employer anld employee responsibilities in the recognition and correc- 
^ tion of job safety hazards are delineated. Common safety haz^rrds per- 
taining to f.ire, machine guards,^ electrical equipment, apparel, trip- 
ping, housekeep^ln^, and lifting are descr/bed, '\ ' 

SH-10 STRUCTURAL EGRESS* AND EMERGENCY PROCEDURES 

Egress .requirements are given and discussed, ir^ludi/ig sped fi cat i oris 

for exits, illumination of exits, and provisions for fire, smoke, 

f^mes, and panic. The importance of emergency plan procedures and 
^ their implemeatat iq^is stressed; . - • ^ . 

* « 

SPECIFIC MODULES . . . * 

^The remaiain^'40 modules contain ijiformation useful to at least one. but 
less than atl of tbe seven occupational clusters. Thirteen of tKe 40 spe-' 
^ cffic TOdules 'have been selected as being us|ful for- the Business and Office 
f " Education Vfluster, The following descriptions provide some insight into 
thair coatent: 

SH-11 BUSINESS AND. OFFICE SAFETY ' - ' 

The number and types of bustneis and office injuries are presented. 
Office s^/fety hazards and their control are discussed! and 'health 

J * ' protection are described. 

^SH-a2 PERSONAL PROTECTIVE EQUIPMENT 

The student is instructed in the selection, use, and care of personal 
p^rotective clothing and; equipm€nt,/including safety helmets, hearing 
protectors, face and eye protective equipment, respirators, safety 
belts, and protective clothing and footwear. OSHA requirements govern- 
' >-ing protective equipment are reviewed. % 

/ • SH--^^ USING ROPES, CHAINS AND SLINGS SAFELY 

. This module dfscusses 'in detail^ the use, "care, inspection, and mainte- 
nance of, -fiber ropes, w'ire ropes, chains and slings. OSHA regulations 
and consensus standards relating to this equipment -and its use are pre- 
sented, 

4/ * ' , ^ 
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SH-16 MATERIAL HOIST SAFETY 

Safety features for inside and outside material holstways and for^ 
.material hoist platforms arr^ described. Hand-operated 'crane hoj^s, 
el^trlc hoists, and air hoists and their^safety features are 
discussed. • . 

SH-23 WAREHOUSING, STORAGE AND RETRIEVAL SAFETY 
Prevention- of material stor|ge and handling accidents and injuries is 
the main topic of this module, which presents proper techniques for 
manual handling, including the use of hand tools and storage of various 
types of materials. Regulations governing shipping arW receiving areis 
also are discussed. \ r 

SH-25 . SAFETY FEATURES OF MATERIAL AND PERSONNEL MOVEMENT DEVICES 
Topics discussed include safety features and practices^ for such 'devices 
a$ conveyors, lift trucks, motori-zed hSnd trucks, aerial bucket 
devices, elevators, escalators, moving walks, and man lifts. S 

SH-29- HAZARDOUS MATERIALS- SAFETY ^ 
Gener^characteristics, of cpmbustiblei flammable, explosive, • I 
poisonous, and corrosive hazardous materials, are d^iw^sed, with 
special emphasis on compressed gases, flammable an^ cojnbustible' 
liinuids, corjibustible solids, * explosi ves, radJationi and corrosives. 

SHw30 SAFE HANDLING AND USE O'F FLAMMABLE 'anD"'C0MBUST^LE..MATER1ALS 
Pr-operties. and classi fications. of f lajjinable. and ^combustibl'e materials 
are presented; witti safetw measures to be taken In .the* storage, . 
transportation, and use of^^hese^ material s. Specif emphasis Is placed 
^on liquefied petroleum gas. • ' ^ , . 

SH-31 • OVERCURREJ(T^ANJ/^E.CTRICAL SHOCK 'f4oTECT?ON ' 
Basic electrical terminology .and specific njethods f6r techniques to 
prevent electrical shocks are r^viewec^ Overcurr^nt circuit inter- 
rupters and their use are discussed Jn detail. \ 'vu 

SH-33 VIBRATION AND NOISE CONTROL - ~ ' • 

-A definition of noise; measurement techniques, part's of noise problems 

and best- method of control procedures -are outlined in this module. ^ ^ 
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P^erso.nal- protect i^va, services and maximum exposure limits are described 
for wiriods workplace conditions. > " i 

SH:35' JONIZlNG AND NONIONIZIfjG ftAOIATION PROTECTION 
^ Radj'atton comes .in many forms anef- can have a- wide range of effects on 
- personnel exposed to it. SfJecific health toncerns areNJetailed, 
• * . well as re^MlatJoas established for protection against' each *type of 
hazard... ^ • i - • ' 

SH.36 WETY FE^ftTDRtS FOR FLOOR AND '^11 OPENINGS AND STAIRk^AYS 
Protection •i'S'dfscuysed on floor openings, wa^] openings, open-sided 
^ ' floors, platforms, runways, and staVrways, Fabrication specifications 
are explained. ^ • ) - * • n 

*SH.'44- E'XH^UST, DUST COLLECTION, AND VENTILATION SYSTEMS 

Types of exhaust, dust 'Sol lection , and ventilation systems are de- 
scribed, as well as their" functions, use, and *effect1 veness, 

t 

While eaph module'' has been a^^lgned a number In sequence, there Is no' 
Implied priority "of presentation. Each module Is fundamental ly .sj^f-con- 
talned, -allowing most to be ufe^d without regard to any numerical setjuence. 
\ There are no prerequisites for the modules. 



SECTI0ISII1I 
-MODULE DESIGN AND 

Each of the 50'JSHIM modules contains th^ following components:.* 

Introduction - A synopsis of ^what Is pr/sented •and why. / 

Objectives - Measurable /}bjectWes that relate to the. content Ibf 
each module are presented, 'and the ob/ective's Ipage- location /n ^ 
the subject matter Is^noted. • . ! /• 

* Subject Matter - Folr most modules, this consists of ?0 t0C2» pages ^ 
of content, with aVl content re'latetf to one of the stated" (^bjec- ^ 
• tives. ^ ^ * • ^ f r 

^ Activities. - Following esfch portion of subject matter re/ated to 
an objective is a question for the student to answer ai ah^i^ijica- 
tioo of mastery of that .objective. ^. ' 

References^- Suggestions for supplementary information. " ( 

An example modQle complete with all components may be found in Appendix B. 

The'l)asi.c content of each part will vary with the differefit modules, 
p\A its purpose and function 're«Si in the same. - It is recommendAl that each ' 
section be considered. when using^given module. ^ 

Exact U5age 'techniques may be 'as varied as the individual instructional 
approach.' ^ome basic hints, hpwever, may bg helpfi/1 in identifyffig some of 
•the various ways in whicb they can be used. Each module is basically self- 
-contained and could be used in a self-study or self-paced format. However, 
the optimum rfiethod of use is for the modules t6 be pre^^rrted' by an 'instruc- 
tor using the ffiodule as a stucjen^ study guide. Prior to assigning the mod- 
ule, e;jam1ne th^ objefti ves to determine that all content' is appropriate for 
your students. If certain conte'nt or objectives are not relevant, advise 
your students that they wilT^t' be held responsible for those sections. In 
"^addition, you should provide appropriate acti viti^s that will allow your 
students to practice proper safety and* health pr^fjures. Some follow-up 
activities include;^ W ' 

• Round-table discussions with students or adult groups in the work- 
place.' 

• Reqi^iring w^rbal or writtjen reports related to a single objective ■ 
•jOr a regent, accident froni newspaper art^les.- 
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• Developing or adding to a job safety and health bulletin board. 

• Perft)rn/ing an 1n-hous3 health and -safety.^ hazard survey of the 

• class rdom dr'other facilities. 

• Guest^peakers from the community, including such people as: 

\ Accid/nt victims or their relatives, or people responsible for 
safety,' sbch as firemen, policemen, or safety engineers- for 
governmeht and private Industry, v 

• Field trips (^0 workplaces similar to those.the student will 
encounter. \ . . 

•.Having local, emergency Rescue units demonstrate their) procedures 
and discuss problems. 

^ • Constructing simulatTor^ that allow students to model or role play 
'circumstances in , safety and^health. 

• Putting health and#safety information articles and Information in 
^ a local or school newspaper. 

• Promoting student involvement' in -Vocal and national safety organi- 
zations. , , ^ ' : . ' 

One of the most significant responsibilities of a vocational^ or occupa- 
tional Instructor" is. to foster a positive student ^ttitude toward"" safety and 
health. The activities listed above should help tc build this positive at- 
titude. Your effectiveness in establ1sH4ng this attitude can be measured by 
student Comments and actions. If you observe safety be^ng willingly prac- 
ticed in day-to-day activity you can be ^reasonably .assured that a proper) at- 
titude, has been. developed. ^ 

Emphasizing your* cCmmttme;it to safety and health by setting the proper 
example is critical. Properly practiced safety rflies will not reduce 
work accidents, they also w-ill decrease the possr1>tl1ty of classroom acci- 
dents and subsequent instructor liability.^ Yourt actions and attitudes to- 
>*ard safety and health will be carefully pbseryed and copied -by many stu- • 
dents. An example^ a situation in which aetivitfes dictate that hard hats 
be worn by all present.^ If the instructor telfs all the students to wear 
hard hats but, chooses not to do the same, students are likely to feel that 
Jt 1s actual.ly unimportant oc perhaps ch-ildish to wear a hard hat. Simi- 
larly, -if the attitude of the instr^ct^r 1s conveyed by "I know they are un- 
comfortable and look weird, but put them on anywayr a less than positive 
attitude will prevail. Regardless of the method used to convey safetj^ and"' 
health information 6rx.the conviction with which it *'is' presented, if it is 
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.not being practice^ in the learning- en vi>onm€(^ its credibility will be ^ 
lost. . ' ^/-^ ' ' ; 

^se of accurate, pertinent, and easily understood educational materials 
is a second way to prombte a proper safety attitude. 'The Job Safety and 
■ Health Instructional Materials modules caa bemused as a source for making 
.transparencies of illustrations, tables, or charts that. can br'used as 
teaching ajds'. Other supplemental information or aids can be found w tH^'" 
Reference section of each module. Modulea(' are organized in a format .that* 
permits maximurfi flexibility and makes thpm suitable- for use by instructors 
i-n almost any occupational or vocati<)nal area. 

Two^fundamental methods' of presentation can be practiced in safety and 
health instruction. One method is to organize a separate and-.disti/ict 
safety and health course for students in one vocational area. An'sdvantage 

if this approach is uni-formity of the content presented to each student. 
Jecifioally allocated time frames for safety and health instruction are 
available whe.a using this technique. 

;|isecond approach is to insert the safety and health instruction into 
existing training, progV-ams on an as-needed basis. This Would benefit in- 
structional programs that have only limited time and/or facilities available 
for traini-ng activities. Additional advantages are realized by the ability 
to present the exact content desired when it is most relevant to the stu-' . 
dent's training cycle. For irvstance, the best time to present information 
about selecting proper personal protective equipment is immediately before 
the student needs the information. |iore specifically, if the student were 
about to perform a task that requir^ed wearing a respirator, the section con- 
cerned with respirators of Module SH-12, -I'Personal Protective Equipment," 
would be most approgjJ.At«.'' 

Modules- SH-01 through SH-10 are considered core modules, and they have 
been recomme/ided for use by all Business and Office Education .instructors. 
Much of the content presented in those first-ten modules is*basic enough 
that ywj mi^ht wish to present them as a unit at the beginning of the 
course. This does not mein that' each objective of the ten core modules must 
be presented; you may select those that are appropri.ate for your' instruc- 
tional sequence. v 
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As a mechanism for determining tjje level of previously acquired safety 
and health knowledge and skiljs, fonfative pretests can be conducted. Stu- 
dent activi^4es .found In the j^pdules can be used, or separate instruments- or 
procedures. devised. . " ' ^ ^ 

As each module contains distinct subparts relative to each objective, 
you have the.^option to ^present only that p\rt (or those pants) of-the module 
useful to your .s^dents in^that specific instructional sett/ng.^ If, at 'a'^- 
other point in thejr training cycle, additional information i§^jieeded frorrK . ' 
^hat mb'dule,. the additional conterit can be studied without los^of continuA 
ity. Studyt retention and interest will be enhanced when the principles 
have an obvious and direct relationship to activities being performed.' • 

If a group presentation format is used, visuals ft)uftd in the modules 
can be made into overhead transparencies for. ease of discussion. Other 
sources" of safety and health i\formation and 'mediated materials for Business 
and Office Educa^ior) can te found in a special "State-of-the-Art Report" 
prepared for the JSHIM project. 




SECTION IV 

SPECIAL-NEEDS STUDENTS IN BUSINESS AND OFFICE EDUCATION 

The Civil Rights Act of 1964 and the Rehabilitation Act^'of 1973 placed 
< responsibility on the employer to set goails and tinfetables - and to prepare 
guidelinefS) for affirmative action - that include employing the handicapped. 
As a result of these legislated acts and a growing need for more labor , 
trained in vocational areas, .increasing numbers of students with special 
needs are entering^j/iuytional^training programs/ To satisfy these require- 
ments and ensure that specr^ -needs students have an equal opportunity to be 
"mainstreamed" into the /aj)or force, certain attitudes and actions must oc- 
cur. 

Many classi'f ication s^chemes are used to 'categorize handicapped workers 
and individuals. Those students and-workers with physical handicaps usually 
can be divided into three groups, ifhe three groups include those with: 
' • Hearing impairments. 

• Visual impairments.* 
^» Orthopedic impairments. 

Some special consideration should be recognized if you have one of these 
stu^lents in your training program. 

A deaf* or hearing-impaired student will have difficulty reacting to 
verbal cues such as warnings or directions. For example, i' fire that starts 
in a storeroom of an office, ne^r the only exit door, could cause escape 
problems for tije'hearing impaired if an audible alarm is the only warning. 
Emergency alarm systems should be equipped with easily visible, flashing 
lights. As an added precaution in a workplace, itMs advisable to assign 
someone to help the worker||dentify the existence ef an emergency or pending 
danger. . ' ' 

• The visually-impaired or blind student may hate no difficulty In, hear- 
Ing warnings, but may have difficulty in leaving an area if unknown obsta- 
cles are present. These workers normally adapt quickly to their surround- 
ings and, provided that no furniture, machinery, or materials af*e blocking 
the path,^they can move to safety in an emergency. Warning labels -on haz- 
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ardous materials containers -should -have braille Interpretations pr should be 
Identified for f*he student. Storage of hazardous materials In an apprq- 
priate^ cabinet may #Iso prevent .accidental use of an unlcnown chemical, 

Orthopedically-lmpalred workersi^may require structural pr mechanical 
modifications to- the vyorkplace, depending on the type. of handl cap/. Jhose 
confined to wKe^l chairs may heed ramps for moving from one level tg' an- 
other. Aisles should be clear^ and wide enough to/permit easy- movement.* If 
wall -mounted tools or' swi'tcferes are to be used, ^^either they should be withlrj' 
easy reach, or adaptations should be made foi^* their use. Other types of 
^modifications may be n^essary for otf^^yHhopediclj^l^ worker's. < 

Most studeslfsand workers with perlfianent handicaps have learned ^ com- 
pensate for thdir "apparent*' handicaps. Many can^accompl 1 sh amazi^rtg ^feats 
in $p1te of mat we perceive as insu.rmountable odds. Development of a^posi- 
tive att1ttt4e concerning tffe ab^^Tity^of these students to function in the 
workforce is extremely important. 

An' attitude, must be"* devek)ped that includes caring^, understanding', and 
the belief th^V handicapped work.ers are- capable -of achieving exactly what, 
you believe th^ are 'capabj^x<jf achieving.' Some special consideration may 
be required, perhaps iniuluding Increased time and practice, Jto master cer- 
tain activities. In some vocational programs Indi vidualizecl Educational 
Plans (lEPs) documenting specific training, programs for individual students 
have been used to identify the exact need.* ^ ! 

Each state provides special resource people to assVst vocational educa- 
.tq^rs with designi^ng programs and suggesting techniques for training the 
handicapped studeiit. Other state and local agendes such as those Involved 
in rehabilitation may provide loca'1 support. So(n^ individual schools pro-, 
vide prafl^siofi^^ and paraprofessional s who move\around to assist-'handi- 



*Conaway, Charlotte. "Vocational Ecjucation Serves -tlie Handicapped." Voc 
Ed, Vol. 56, No. 3, April 1981, j)ages 22-25. 
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capped students in voxational cliasses^ containing^jianhandi capped students. 
These persons can act astutors, translators, facilitators, or whatever is 
needed to help the handicapped student successfully complete the training 
program, ' - ' - , 

Two other considerations should ^e recognized by instructors jind em- 
ployers. Structural accommodation and nonhancli capped employee awareness 
programs' are both ke^ factors for a safe and successful employment program 
of^the handidappedP^ ir ' X. 

Structural accommodations should in-clude only those modifications nec- 
essary to allow safe movement of the handicapped employee. One of the most 
. obvious examples is the Jieed for ramps for use by wheel cha.ir-bound em- 
ployees.^ \ ^ 

Employers should also be enpouraged to develop awareness programs for 
their nonhandi capped employees. These programs s^Quld'^encouraqe fellow em- 
ployees to understand that the handicapped worker is expected to perform the 
assigned duties without placing an additional burden on other employees. 

k\\ nine- of tfia^reviowsly identified program areds. in Business and 
^ Office Education contain activities that^could be performed by handicapped 
V emp-loyees. Some of these workers rfHght have special needs unrelated to 

physical handicaps, incluqiipg the need for assistance in understanding the 
.^English language, Ii\ability to read basic warning labels and signs poses 
>d<led dangers for these -workers. Instructors and employers should develop 
progcaitis fQ e^lfminate this, problem. Theuse of international symbolism in, 
signs 1^ a fuQdarffental help in that attempt. 

If these suggestions a reco nsidered, handicapped or special -needs 
vJorke^rs can successfully confpll^* a safe'^ind meaningful ^cational program. 
Ancl they can become productive anp- safe members of the labor force^ 
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SECTION V 



SAFETY And HEALTH CERTIFICATION FOR STUDENTS 

Tradmonally, when a person satisfactorily completes a course of in- 
struction, -some recognition is granted. Often the recognition is in the 
form of a certificate issued .l^y tl^ institution or organization responsible"^ 
for the instruction. This certificate becomes an official symbol' displayed 
with pride by. the recipient. A Safety and Health Certificate is particular- 
ly important, to t+^e new employee ana*the employer* if it implies that the em- 
ployee has demonstrated, an understanding of the basic safety and health as- 
pects relevant tothe particular job. 

, ^ Most employers are aware that documented safety and health training re- 
ceived by their employees is beneficial to them in the event of. an OSHA in- 
spection, and th6y will appreciate the fact that the employee holds a cer- 

■^ificate and your Institution maintains records to verify that training. 
Employers al so^|^Vn_jee^ more confident about the safety of their workplaces' 
when they_hire people who already possess positive safety and health attt- 

' tuctes. / • • 

Three .factors normally determine the .credibility of trie certificate: 
; Reputation of the issuing institution. 

• Instructor. ^ ^ 

*i ' * «i • ^ • 

• Content of materia^ls used during the coui^e of study.' 

, ' A— " ■ -. . ■ 

For safety andl health instruction, a ?&Drtli^^a^or must be corisider^cJ#' 

namely, the relationship of the content to federal safety and health regula- 
tions. *11 #|{)SHIM modules were designed to enab-le the student to recog- 
nize safety and health hazards and to understand the fundamental aspects of 
compliance with federal healtjj and safety requirements, While the Occupa- 
tional^ Safety and HeaTlh Admi nistration "{OSHA|^itees not certify trai/jing 
programs-,jJpA^presentat i ves have been active on the nationa,l ly-based 
adyisoryplwiittee formed to guide this project, and 'they have reviewed each 
of the 50 modules and f a've made constructive suggestions that have been in- 
l^6ri)orate'd. 
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. ^ The Center for.t)ccupat1ona1 Research and DeveTopment has attempted to 
'Structure the content of the materials to be accurate and relevarft to cur- 
rent safety practices and regulations. The Institution and the Instructor 
who ppovjde the training must be responsible for certifying that the infot^ 
matlon was accurately presented ^and that the student tchleved the desired 
level of competency. (80$ mastery of oVjectives). 

When an Institution purchases modules from CORD, the same number* of 
certificates as sets of jnodules 1^111 be sent to the Institution.^ These cer- 
tificates will require the signatures of two people; the'facuUy member who 
presents the instruction and the administrator of the institutiof)! The 'cer- 
tifvcate will state that the student has satisfactorily completed a partic- 
•ular number of liouVs of instructioR in safety and health and will be pre- 
sented Jto each stjudent who successfully completes the trailing. A facsimile 
of the certificate is shown in Figure 1.^ . . 



(StuMnt'i Hm) 

hw successfully completed hours of mstructjorr'm 
]08 SAFETY AND HEALTH 
conducted at \ . 

' (tfmttution) . 

Curricu(um materials prepared by 
ORO The Center for Occupational Research a^ Development 



Figgre 1. Facsimile of safety and health training certificate. 
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Your institution may wish th he a'ble to presenKjm^S^l wallet-siaed 
OSHA certificates to students wiio complete your traininglcourse. This' is 
possible if the Instructor has cece.ived' training from the\ Occupational 
►Safety and Health Training Institute Ideated at 1555 Timel Drive, Des 
Plaines, IL 60018. The OSHA Tra^^ning Institute serves maihly to train 
compliance officers, but the following three courses are aJiai^able to the 
general, public free of Qharge^ • ' 

• A Guide to Voli/ntary Confpljance (for instructors)! 

•^asic Instructor Course, in Occupal^nal Safety and\ Health 
Standards for the Construction. Industry, 

. • Intermediate Guide to^^oluntary Compliance in the Health Area, 

These courses are offered several times annually. The certificate availabl 
for your students is s>iown in Figure 2, 



\ 



OSHA 



U S Department of Labor ; 

Occupational Safety ar>d+teaith Administrahon 

This IS to certify tt^ 



has successfully cqmpletfe an Oo^upationar Safety and Health Training 
^^Xoorse in ^ 

A Guide to Voluntary CompNance^ 



(Instructor) 



:^9 



Figure 2. Official ceWificate from OSHA' Training Institute 
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APPENDIX A 

JOB SAFETY AND HEALTH INSTRUCTIONAL MATERIALS 
MODULE TITLES 
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• JOB SAFETY AND HEALTH INSrfficTlpNAL MATERIALS 

MODULE TITLES 

^SH-01 Materials Handling , 
SH-02 The Role of OSHa' in Safety and Health' 
SH-03 Fundamentals of Electrical Safety 
.SH-04 First Response to Medical Emergencies. 
SH-05 Fire Prevention aNyi Emergency Procedures 
SH.06. Walking and 4Jor>king'^Surf|ces ' . " 

SH-0^ Safety Signs, Tags, an^ Color Codes 

SH-08 Recognizing Job-Health Hazards- 

SH-09 ^cogn'iziiTg Job Safety Hazards 

SH-10 Structural Egress and' Emergency Procedures^ 

SH-11 Business and Office Safety 

SH-1,2 Personal Protective Equipment 
SH-13 Industrial' Sanitation and, Personal, Facili\*ies 

SH-14 Using Ropes, Chains and Slings Safely 

SH-ft Agribusine^ Safety ' ^* . 

SH-16. Material Hoist Safety 

SH-17 Mechanized Off -Road EqulfNnent Safety 

3H-18 Safe Operation of Commercial Vehicles • ^. 

SH-19 Safety with Hand and Portable Power Tflols 

SH-20 Precautions for Explosive Materials 

SH-21 Marine and Longshoring Safety 

SH-22 rtd<)er and Scaljfolding Safety 

SH-23 Warehousing Storage and Retrieval Sa-fety " 

SH-24 Macfiine and Woodworking Tool Safety 

SH-25 Safety Featu'res of Material and Personnel Movement Devices ^ 

SH-E6 Safety for Compressed Gas and Air Equipment 

SH-27 Safety in Elevator and Grain Handling Facilities n 

SH-28 Welding, Cutting and Brazing Safety 

SH-29 Hazardous Materials Safety 

SJj/^ Safe Handling and Use of Flammable and Combustible Materials 
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' Sh134 
Sh\35 

SH-is 

SH-39' 

SH-46. 

SH-4I 

SH-42 

SH-43 

SH-44 

SH-45 

SH-46 

SH-47' 

SH-48 

*SH-49 

SH-50 



Overcurrent and Electrical Shock Protection 
Working Safely in Confined Spaces ^ ' ' 

Vibration and Noisfi Co^rol " '- 
.Safety Guards for Machiner^»f ' . t 

Ionizing ^nd NonionirfTTg^dlation Protection 
Safety.^ Features for Floor and Wal%Openings and Stairways 
Safety Features of Concrete-, Forms,. and Shoring 
Exca.vating, Trenching, and Shoring Safety , ' 
Steel Erection Safety • ^ " ^ 

Electrical Power Transmission and Distribution Safety 
Safety Practices for bemolition Procedures' 
Safe Use of Power€d Industrial Tp^s 
Safety Practi^ices for Cqmnercial Diving . * 
Exhaust, Dust Collection, and Ventilation Systems^ 
'.Coast Gu^rd Regulations Applied to Offshore Drilling ^ 
iChemical Hazards and Waste Disposal Safety and Health 
ISafety and Health in Vocational Edu^atfon ^ ^ 
OSHA Training Programs , - . , 

Establishing a Conipdny Safety and Health .Programs 
/^rlcultural Chemical and Pesticide Hazards 
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APPENDIX B 

MODULE SH-11 
"BUSiN^ AND'OFFICE SAFETY" 
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